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Secretary (Office Automation), GS-318-4 R3-31

Introduction

Incumbent serves as the principal secretary for the project leader by carrying
out and coordinating all the clerical and day-to-day administrative support
activities which are typically required to accomplish the work of that office.
As such, the incumbent is required to perform the following duties:

Major Duties:

-- Prepares correspondence, reports, technical papers, manuals,
tabulated data, and documents in final form from rough drafts. Uses
word processing and related equipment or automatic typewriters.
Ensures correct punctuation, capitalization, spelling, grammar and
conformance to style. Proof reads completed work for accuracy.

-- Receives incoming correspondence, screening material prior to
distribution for suspense dates, establishing controls, and following
up for supervisor.

-_ Receives and files correspondence, records and reports. Maintains
file plans and checks subordinate unit files for proper disposition.
Receives and files changes to regulatory publications.

__ Receives visitors, answers visitor questions and telephone inguiries
on routine matters. Refers inquiries of a more technical and
specialized matter to a higher level staff member.

.- performs routine clerical duties as assigned such as time and
attendance reports, personnel forms, travel vouchers, and routine
bookkeeping and bill paying functions.

-- Schedules appointments and makes arrangements for time, participants
and location of meetings in accordance with instructions from the
supervisor.

Factors:

1. Knowledge Required by the Position:

-~ Skill in operating an electronic typewriter, word processor, Or
microcomputer using a standard typewriter style keyboard with
additional function keys, to produce work accurately and efficiently.
Also, skill in operating related equipment, such as printers and
modems, as required. Qualified typist required.

-- Knowledge of the organizational functions and procedures of the
office to perform such duties as distribute and control mail, refer
phone calls and visitors, and provide general, non-technical
information.

-- Knowledge of the office filing system and various references and
handbooks commonly used by the staff in order to perform a variety of
routine office procedures.



Secretary (Office Automation), GS-318-4 R3-31
-- Knowledge of correct grammar, spelling, punctuation, capitalization
and government correspondence procedures to type correspondence and

reports in final form.

Work Situation A

The division is of limited organizational complexity and may be divided
into subordinate units. The supervisor directs the staff primarily
through face-to-face meetings. Internal procedures and administrative
controls are simple and informal.

2. Supervisory Controls:

The supervisor provides assignments, generally indicating what is to be
done, gquantity expected, deadlines, and priorities. Additional
instructions are provided for new, difficult or unusual assignments.
Employee uses initiative to perform independently recurring office work.
Work is performed as it arrives, or in accordance with established
priorities and instructions. Only problems and unfamiliar situations
not covered by instructions are referred to supervisor. The supervisor
assures that finished work is accurate and in compliance with
instructions and established procedures.

3. Guidelines:

Procedures such as those for format, preparation of correspondence and
supplemental material, and distribution of copies have been established.
Specific guidelines are available in the form of dictionaries, manuals,
unit policies and publications, etc. Incumbent uses judgment in
locating, selecting and applying appropriate guidelines. Situations
involving significant deviations from guidelines are referred to
supervisor.

4. Complexity:

The clerical duties performed include the full range of procedural
duties in support of the office. Decisions regarding what needs to be
done generally involve choices among established alternatives. Actions
to be taken and responses to be made primarily concern differences in
factual situations and awareness of functional specialties of the

staff members. In typing, difficult spacing and tabulation arrangements
occur. Filing duties involve searching for in file and out of file
material sometimes based on incomplete identifying information.

5. Scope and Effect:

The purpose of the work is to provide clerical support for the office
and to carry out specific procedures. The work affects the accuracy and
reliability of further processes.
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6. Personal Contacts:

Contacts are with co-workers, telephone inquirers, workers in related
support units, and visitors.

7. Purpose of Contacts:

The incumbent plans and coordinates the work of the office. This
includes contacts for purposes such as clarifying or exchanging
information, scheduling and arranging meetings, making travel
arrangements, providing other employees with guidance and help on
applicable procedures, and providing information to visitors.

8. Physical Demands:

The work is sedentary. There is some standing, walking, bending and
occasionally work is performed in a crouched or confined position.

9. Work Environment :

The work is performed in an office setting. The work area has adequate
light, heat and ventilation.

A condition of employment is the wearing of the official U.S. Fish and
Wildlife Service uniform in a manner prescribed in 3 AM 3 of the
Administrative Manual. The incumbent is required to obtain and properly
wear uniform components within Class and




